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Use of
Optional
Form 10

Registered
Mail and
Apency Mail

Ixamples
made distindg
from text

Approved For Release

. Apprpved Fgr Release

e

/2=10=1

MO
NO

1Es, plus  f
exhibit, k
Part ITI

Yes, not in
supplement as
Part V with
6 cxhibits,

72s, plus an
axhibit on
same

Yes, separatef
"Parts" on .
each/not mergdd

Yes, again thd
two are not §
merged.

lo, terms used
were "Directord
& "menorandumdg

Mo, that form§
has been dropied
from the book }

Yes, after OX §
from mailroom
people as Part
X

Ixamples are
to be in 4
point, Sans
Serif type,
plus separate
exhibits.

in text.

Yi3 in Chp. 3,
Section G

YES, but no |
exanaple given
Chapter IV

Yes as Chp. 5,
only 1 exhibit,

NG

To a degres as

Chp 2 on memo &
Chp 2 on letter,
but general procd
for both ars merg

No, all mersed
in Chp 6 on gen-
eral correspond,

"DCI" uged but
"memoranda" is
reblaced by "ums'

Yeg, Standard
Form No, 64 for
memo was also usd
at this timgNO
to Form 1954 . ...

Yes, but merged
into text.

Somie Txhibits
are distinct,
but most placed

N©, except Part
X on approval of
R&D projects

NO

YES as Part IIT
but references
to COMMO

NO

YES but with
reference to
COI MO

q

ed

Y©S but with
refcrence to
CH "0

Yes to both
terms throughout
the handbook

Dt gt e e e e g

Yes, with referen
to COMMO; NO to
d Form 1954

B R S P,

YES, as Part IX

Some exhibits
are distinet, but
examples are in
text style,

ey e . - "

-

2001/03/02 : CIA-RD

NO

NO, except
in early
draft

YES, no
exhibit shown

YES though
not as a
distinct paft
or chapter

NO

Yes, to a
degree as Chp 1

.on Letters and

Chp 2 on memo
but has gen/procd

Again, tho separta
gen, procedures
cover both at the
same time.

e

Yes., "DCI" used;
No as "memor/dums'
is used.

YES, But Form
1954 was not used
for MEMO FOR

RECORD,

' YES, in text and

as "e" of Section
iAY

Some distinct,
most are placed ir
text.
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App
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! AUTHOR & DATW

Forms of

Address

Reports,
Minutes,
Agendas

TS
Correspond.

DGI matter
as part of
handbook

Data on new
US Gov't
letter

Letters

kept separat

from memos

mailing let-

ters and

. memos. separafle

ro

d For Release 20(Q
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25X1A9a

HB 42-100-1

el

NG

Y7S, plus
exhibit,
Part IIT

Yes, not in

supfilement as
Part V with §
6 exhibits, 3

Yes, plus an
exhibit on
same

Yes, separate
"Parts" on
each/not merg

" Yes, again th
two are not
merged.

GSA 1967 Draft

YES, Chapter,5,
Plus style.
practices.

NO, only Chp. 4
on telegrams is
-unique.

NO

NO

1/03/02 : CITA-RDP74- 0005R0002000800

YES, as it ori- |

ginated here;

includes exhibitsf

NO—have dropped §
memog in favor off

-informal letters-

and communicatlorg

with few exceptid

See above; also |
refer to its
Chps 3&% on mails
and telegrams.

——l

Terms used:
"DGI" and
"memoranda"

Use of
Optional
Form 10

‘Registeroﬁ
Mail and
Ageney Mail

Examples
made distine
from te:xt

7

KRR

No, terms used
were "Directom'
& "memorandumdf§'

No, that form
has been dropmgd
from the book

Yes, after OX
from mailroom
people as Part
IX

Fxamples are

to be in 4
point, Sans
Serif type,
plus separate
exhibits,

-

No to DCI and
GS4 used "um"
not memoranda

NO--have dropped ;
it and most memo §
forms in favor off
informal letter §

NO as it is

government wide.§

i

i !

b
1

YES to a large

degree; word, 1
EXAMPLE is all - |
caps or exhibitsj
is bordered by ‘!
bold face lines.;

Appgoved For Release 2001/03/02 : CIA-RDP7

-00005R00020008

§
B

"YES, cf. Chps.

STATE, March'
1966

IES, Part V.,
Chapter 1; all of

Part V extensive]

YES, extensive;
all of Part III

YES, but spread
throughout book {
including a few
exhibits, esp. |
Chp 6/Part I.

NO, though its
Part II deals
with compargble
correspondence,

YES, have adopt
it,

1&2 of Part I,

YES, see its
Chps. 3-7 of
Part I

Stabe uses "um"
not memorandg

Yes in this
March, 1966

version,

YEZ, esp. see
Chps. 4~7 of
Part I

NO, most are
in text/same
style print;
few are separatT

FAA,, October,
1962

YES, Chapter 5.
Plus style prac-
tices.

NO, only Chapter

" 3-on.telegramg&

wire gervices iz
unique.

NO

NB, though parts
of Chps. 1&2
refer to their
Administrabor.

YES, have adopte
it.

YES, cf, Chps,
1 and 2

YES, see Chps.
1-4.

FAA uses "um"
not memoranda

No but have a
FAA form 2800
which is gimilar

YES, esp. Chps.
3 and 4.

YES either they
are geparate or
in bold face,

053-7



Ap

_ 0 TITL: &
AUTHOR & D

Forms of
.'Atd(j. vos

Repofts,
Minutes,
Apgendas

TS
Correspond.

DCI matter
as part of
handbook

Data on new

US Gov't
letter

Letters

kept separat

from memor

mailing let-

ters and

memos sapara

B 42-100-1 DIA Manusl 10-1
I 4 April 1966
25X1A
YES, 4An Part. XIT
HO extensive ag it |
has military
forms too.
I
NO YES, Parts VI
and VIT on Staff]
' summary sheet &
. misc. reports
:
YnS, plus 3 YES, tho no par-
exhibit. ticular part is
Part IIT devoted to it;

Yes, not in
supftlement as}
Part V with
6 cxhibita.

Tes, plus an
exhibit on
same

Yos, scparate
"Parts" on
each/not mergd]

0

Yes, again thd
two are not §
merged.

Terms ugsed:

"DCI" and
"memoranda"

Use of
Optional
Form 10

Registered
Mall and

Agency Hail

. Examples
mnde distin
from text

Apprqgved For Release 20(41/03/02 : CIA-RDP74/

1

T

Vo, terms used
were "Directod'
& "memorandundfy’

Yo, that form
has been dropigd
from the book }

. Yes, after OF §

from mailroom
people as Part
X :

Tixamples are
to be done in
4 polnt,

Sans Serif typl
plus separate
exhibits

|

No to large dergres
except Part X does
include all of its
sample formst in
one place,

11

gegurity is note
in 5 of the part

Part VIII deals
with comparable
data and other

special corresp.

Yes, have adopteq
it;in Part X on
Sample formats,
mgny examples of
this

YESParts T&III
on letters with

Part IV on memo-

randums

Agsembly the sand
for both & their
Services Divisioy
prepsreg Tequireq
envelopes for bo

NO, use Director
and memorandum

Yes, Part X,
figures 13,16, 1
20-24 are on Op
Form 10,

Cf., Services Div

—3 -

-

0SI, Sept. 1963

NO

No, use the
memorandums to
large degree

YES throughout
the book and esp.
in Part III

| YES in Part I

| NO

YES

YES but much is
handled centrall;
thru D C&R

YES oh DCI and
TES on memo/da
in some casesd,
but generally
memorandum,

NO not even in
exhibits.

DC&R appmmently

handles gost of |

their materials

Text is almost

one memorandum

or letter after
another.

roved For Release 2001/03/02 - CiA-RDAV4-00005R00020008p053-7

OL Notes

NOT in notes
examined

NO, not in notes
exanined

Not in notes

Yes, examples
11~1/ plus refer-
ences to D/L's
preferences

NO

No, all taught in

Part II,D under
gen. principles,
tho examples of

| same are separate.

not in noted
examined

YES to both
DCI and
memorands, terms

No, only in
correspondence
that stays inside
OL; ysed in its
divisions if desi

not in notes
exemined

No, tho formats
for memorandums
and letters are
distinct from
text,
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